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1. DECLARATION OF AN EMERGENCY 

 
The Emergency Coordinator shall  communicate with the Dean of the Faculty of Engineer ing 
before a declarat ion of emergency is issued or cancelled in the General Engineer ing Building. 

In the absence of such off ic ia ls,  the most senior person on site shall  endeavour to contact 
the Emergency Committee for a declaration or cancel lat ion of an emergency. 

 
 
 
 

2. INDUSTRIAL ENGINEERING BUILDING RISK MANAGEMENT 
COMMITTEE 

 
 

NAME  POSITION LAND LINE.  CELL NO. 

Pr o f Joubert van Eeden Chairman:  Industr ial  Engineer ing 021 808 3 617  082 578 862 

Mr Quintus Roos I T Data Centre 021 808 9077 076 534 2130 

M r Xola Madyibi Lab Manager 021 808 4 567 082 655 9 486 

M s Kar in a Smith Administrative Officer 021 808 4 234 082 386 2 239 

Mr Dean Johnson Accountant  021 808 9 700 084 362 2 912 

Ms Anèl  de B eer  Departmental  Manager 021 808 3 927 082 899 4 948 

 
Date: 18 April 2026 

 
Compi lat ion date: 18 June 2018 
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Any suggested changes to this document must be submitted to the Emergency Coordinator 
for review and further approval by the Dean of the Faculty .  

 
3. DISTRIBUTION LIST 

 

NAME  POSITION 

Mr Vil joen van der Walt  Head:  Risk and Protect ion Services  

Mr Mahoney Viljoen US Occupat ional  and Health Safety Officer 

Ms Nicolette van den Eijkel  Chief Director:   Faci l i t ies Management 

Prof JL van Niekerk  Dean:  Engineering  

Mr VS D’ Aguanno  Director:  Faculty Management Engineering 

All staff:   Industr ial  Engineering  

Risk and Protect ion Services Share Point 

Prof Joubert van Eeden Chairman: Industrial  Engineering 

IE Building Risk Management 
Committee Members 

4. Purpose of this document 

To ensure a t imeous,  well co- coordinated plan of action in the event of a major incident ,  
accident,  or any event the Dean deems to be a risk to employees,  students or the general public  
at the Faculty of Engineering,  Stel lenbosch University .  

 
5. Scope of document 

To cover any emergency type eventuali ty  that may require a co- coordinated action by any 
organizat ion and or indiv iduals.  

 
6. Aim of document 

 
To identify and outl ine a procedure drawn up by the Safety committees to cope with any 
emergency situation at Faculty of Engineer ing,  with the ult imate aim to minimize the effects 
of such emergency so as to avoid: 

 Panic  
 Loss of Life  
 Damage to property 
 Injury to persons  

 
7. DEFINITIONS 

 
(a) STELLENBOSCH UNIVERSITY CONTROL CENTRE 

 
Unless incapacitated - The place from where emergency communicat ions and responses 
are central ly  co- coordinated from. Situated at the Campus Protect ion Services. 
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(b) DEAN OF FACULTY 
 

The person appointed by the University of Ste l lenbosch as Dean of the Faculty of 
engineer ing. The Emergency Coordinator reports to this person. 

 
(c) EMERGENCY COORDINATOR 

Appointed by the Dean of the Faculty of Engineering to head the General  Engineering  
Building Risk Management Committee and holds the posit ion of Faculty Manager. 

 
(d) EVACUATION TEAM LEADER 

 
The senior person employed by the Faculty of Engineering and member of the staff  of 
the university .  

 
(e) EVACUATOR 

To be appointed by the Evacuat ion Team Leader. 
 

(f) FIRE FIGHTER  
 

Any staff member suitably qual if ied and appointed by the Evacuation Team Leader.  Fire 
f ighters  will  automatical ly  act under the auspices of the Fire Department during an 
emergency.  

 
(g) FIRST AIDER 

Any suitably qualif ied person appointed by the Evacuation Team Leader. 
 

(h) FIRST AID TEAM LEADER  
 

Any suitably qualif ied person appointed by the Evacuation Team Leader. 
 

(i) HEAD OF DEPARTMENT/ CHAIRPERSON 

The person appointed by the Dean of the Faculty of Engineering for the dai ly running 
of the operations and faci l it ies in a specif ic  area of the Mechanical  & Industria l  
Engineer ing Building.  

 
(j) PREMISES  

 
Mechanical  & Industrial  Engineering Building,  Faculty of Engineering,  Joubert Street, 
Stel lenbosch 

 
(k) S. A. P.S. 

The South African Police Service. 
 

(l) MARSHALLS 
 

Any suitably qual if ied person appointed by the various departments or divis ions within 
the General  Engineering Building.  

 
(m) FACULTY OF ENGINEERING RISK MANAGEMENT COMMITTEE 

The Risk Management Committee of the Faculty of Engineering under the Chairmanship 
of the Dean of Engineer ing and consist ing of the different Building  
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Risk Management Committee Chairpersons,  Vice- Deans of the Faculty of Engineer ing 
and Faculty Manager.  

 
8. COMMAND AND CONTROL 

 In the event of an emergency the Emergency Coordinator  shall  inform the Dean or his 
representative,  Risk and Protect ion Services and the necessary emergency services  
immediately .  

 
 The Emergency Coordinator  shal l  work in conjunct ion with Risk and Protect ion Services,  

the appointed persons,  the S. A. P. S or any other person or organisat ion he/ she 
deems to be needed for such emergency.  

 
9. ORGANISATIONS AND RESPONSIBILITES 

 
STAFF: 

 
 Shall provide support for the Department Heads/ Chairpersons,  Emergency Coordinator,  

and any person in its employ to work in conjunct ion with the S. A. P. S in t ime of cris is  to 
ensure that all evacuat ion routes are clear to affect an orderly and safe movement of 
persons from the premises.  

 
 Provide technical  support where deemed necessary. 

 Assist  with the evacuation of all students and staff and the manning of assembly points,  
roll-  cal ls, and determinat ion of attendance. 

 
S. A. P.S: 

 
 The SAPS will  be responsible  for law and order,  cordons,  crowd control  or any other 

necessary action needed as directed by the Minister of Safety and Security.  
 

 To ass ist/ improve and provide backup support during an evacuat ion, in l ine with their 
legal obl igat ions.  

 
 The SAPS bomb squad and dog unit shal l be informed at the discretion of the 

Emergency Coordinator. 
 

FIRE RESCUE SERVICES OF STELLENBOSCH 
 

 In the event of a fire, notify the Fire Department that fal ls under the control  of the 
Stel lenbosch Munic ipal i ty .  (The numbers are l isted on page 22 of this document) 

 
DISASTER MANAGEMENT UNIT 

 The role of disaster management is a staff  function, namely one of planning,  coordinat ion 
and back up in a major incident where addit ional  resources or manpower and equipment  
are needed. 

 
PUBLIC INFORMATION 

 
 I t is the responsibi l i ty  of University  of Ste l lenbosch,  through the Rectors Office to 

provide information to the media and public. In the event of deaths or casualt ies,  the 
S. A. P. S. will  handle this in conjunct ion with the appointed Public Relations Officer of 
the University of Stel lenbosch. 
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EMERGENCY PREPAREDNESS 
 

 This Emergency Plan shall be revised on a six- monthly basis and submitted to the Faculty  
of Engineering Risk Management Committee for init ial  approval and Risk and Protect ion 
Services for further approval.  

 The Rector shall  give f inal approval.  
 

STELLENBOSCH UNIVERSITY shall carry out all necessary t raining of i ts employees to cope 
with any emergency.  

 
Mock emergency evacuat ions will  be carried out on a six- monthly basis.  This exercise will  
require the full part icipat ion of the Emergency Committee and other support persons.  

 
10. EMERGENCY MANAGEMENT ORGANOGRAM 

Incident Representatives 
Recorder of incident – Meelan Roopa 
 Incident Investigator – Dean Johnson 

 
Evacuation Team/Floor Marshalls 

IT Data Centre – Quintus Roos 
1st Floor – Melissa Williams 

2nd Floor East -Eldon Burger 
2nd Floor West – Louis Louw 

3rd Floor - Karina Smith 
3rd Floor Walkway - Elize Williams 

4th Floor East – Theuns DvSchalkwyk 
4th Floor West – Jacomine Grobler 

4th Floor Walkway - Sissie Willemse 
5th Floor East - Philani Zincume 
5th Floor West - Imke de Kock 

West Staircase – Dean Johnson 
East Staircase – Meelan Roopa 

 
 
 
 

 
First Aiders  

Dean Johnson 
Mia Mangaroo-Pillay 

Philip Venter 
Quintus Roos  
Xola Madyibi 

 
Fire Team  

Dean Johnson 
Quintus Roos 

Meelan Roopa 
Xola Madyibi 

 
Assembly Point Coordinator 

Prof Joubert van Eeden 

 
Evacuation Team Leader 
Prof Joubert van Eeden 

Emergency Coordinator 
Prof Joubert van Eeden 

Dean of Engineering Faculty 
Prof JL van Niekerk 
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11. EMERGENCYPROCEDURES 

12. FIRE 
ALL STAFF 

UPO N D ISCO VE RY O F A FIRE 

 Act iv ate f i re a larm or s i gn al or a l ert an y s taff me mb er i n th e I n d us tr ial E n gin eer in  g 

Bu ild in g imm ed i ately  . 

 I n form F i r e Dep artm en t b y cel l  p h on e , l an d l in e , mes s en ger or b reak g las s u n i t.  

 N oti fy Ris k an d Protect ion  Serv i ces . 

 
THERE AFTER 

 
 F l oor Mars  h al ls  to gu i d e s taff an d s tu d en t s away f rom th e aff ected area to d es i gn ated 

gath erin g p oin t s . 

 Cord on off aff ected are a . 

 Clos e d oors  an d win d ows i n th e imm ed i ate p roximity  of th e fi r e . 

 Com men ce f iref igh tin g p roced u res with n eares  t fi re extin  gu i s h i n g eq u i p men t with ou t 

en d an ger in  g own lif e . 

 Await  i n s tru ct ion s f rom th e Fire Tea m Lead er / F i re F i gh ter/ E m erg en c y Coord i n ator. 

EMERGENCY COORDINATOR 

 As certa in  i f th e F i r e De p artmen t h as b een i n formed an d con tact Rect or. 

 Assess  s itu at i on . 

 Com mu n i cate with f i r e team an d ob tain s itu at ion rep orts  . 

 E s tab l i s h forward con trol  p o i n t.  

 E v acu ate i f req u i red . 

 I n s t ru c t res p ons i b l e p ers on to l i a i s e with th e fi re d ep artm en t u p on arr iv  al. 

 Ord er s tan d d own at termin at ion of i n c i d en t.  

PERSONNEL 

UPO N NOTIFICATIO N O F A FIRE 

 I n form Man ager. 

 I n form E mer gen cy Coor d i n ator.  

UPON INS TRUCT IO N FRO M E M E RGE NCY COORDINAT OR  

 I n form fi r e d ep artm en t . 

 Fol low em erg en cy p roced u re card for category  of d i s as ter as d etermin  ed b y E mergen cy 

Coord i n ator.  

 Keep tel ep h on e l i n es c l ear for ca l ls  . 

 Await  fu r th er i n s t ru c t i on s from E merg en cy Coord i n ator.  
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13. BOMB THREAT 
ALL STAFF 

UPO N RE CE IP T O F A TELEPHONIC O R VE RB AL B OMB THRE AT:  
 

 Ob tain as mu ch i n format ion  as p os s i b l e ( u s e Bomb Th reat Ch eckl is  t) . 

 I n form Ris k an d Protect ion  Serv i ces b y telep h on e , rad i o or mes s en ge r . 

 Comp l et e re main d er of Bomb Th reat Ch eckl is  t to th e b es t of y ou r ab i l i t y . 

UPO N RE CE IP T O F A B O M B SE ARCH AL ARM / SI GNAL:  
 

 Search im med iat e wor k area for ob j ects  th at ap p ear “ ou t of p lace”  I f n oth i n g fou n d , 

await  i n s tru ction s f rom E mergen cy Coord i n ato r . 

 I f an yth i n g s us p i c i ou s fou n d , refer  to n ext p roced u re. 

UPON D ISCO VE RING A SUSPICO U S P ARCE L / O B J E CT: 
 DO NOT T OUC H OR TRY TO RE M OVE ! 

 In form S.A.P.  S . 

 Op en a l l win d ows an d d oors  i n immed i ate p ro x imity  . 

 Keep al l p eop l e a way f r om aff ected area with ou t cau s i n g p an i c . 

 Await  i n s tru ction s f rom E merg en cy Coord i n a tor. 

ACTUAL B OMB B LAST:  
 E v acu ate p remis es . 
 Set u p a p er imet er an d cord on off area . 
 I f p os s ib le, ass is t s eriou s ly in j u red casu a lt ies  ( d o n ot mov e s er iou s l y i n j u red or 

u n con s c i ou s p eop l e u n l es s q u a l i f i ed to d o s o or u n l es s th e cas u a l t i es ’ l i fe i s fu r th er 
en d an gered ) . 

 Gu i d e a l l p eop l e a way from aff ected area. 
 Gu i d e i n j u red p eop l e t o s afety  , wh ere p os s i b l e . 
 Await  i n s tru ction s f rom E merg en cy Coord i n a tor. 

RECEPTION 
UPO N RE CE IP T O F A TELEPHONIC O R VE RB AL B OMB THRE AT:  

 
 Rece i v e p art icu  l ars  of b omb th reat ( u s e Bomb Th reat Ch eckl  i s t wh er e p os s i b l e). 
 I n form th e E mer gen cy Coord i n ator.  

UPO N INS TRUCT IO N FRO M E M E RGE NCY COORDINAT OR: 
 

 N oti fy S . A. P . S/ Fir e De p artmen t . 
 Sou n d ev acu at ion alarm or s i gn al. 
 Keep tel ep h on e l i n es c l ear for ca l ls  . 
 I n form off i cers to s we e p th e area. 

EMERGENCY COORDINATOR 
DE PENDING O N T HE SIT UATION: 

 N oti fy S .A.P.S  or F ire D ep artmen t . 
 Su mmon F i r e T eam, F i r s t Aid an d E v acu at ion Team Lead e r s . 
 Assess  s itu at i on . 
 I n s tru c t Con trol  to n ot ify  E mergen cy Res p on s e Teams . 
 Ord er s u p erf i c ia l  s earc h , p art ia l  or fu l l ev acuat ion . 
 L iais  e with S . A. P . S u p o n arr iv al.  

EVACUATION TEAM RESPONSIBILITIES 
 E v acu ate s tu d en ts an d s taff f rom b u i l d i n g av o i d i n g affect  ed area,  i f kn own . 
 Con d u c t s earch of p remis es for s l ow mov i n g p eop l e . 
 Rece i v e rol l  cal l  res u l t s from Se c t i on me mb ers . 
 Rep ort f i n d i n gs to E mergen cy Coord i n ator.  

FIRST AID TEAM 
 Await  i n s tru ction s f rom E merg en cy Coord i n a tor. 
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 Atten d to cas u a lt ies  as req u i red ( at s cen e of i n j u ry or E mergen cy Ce n tre or Con trol  
Poin t) . 

 Req u es t fu r th er as s i s tan ce, i f req u i red . 
 L i a i s e with p rofes s i on a l eme rgen cy m ed i cal s e rv i ces . 

14. BOMB THREAT CHECK LIST 
 

Date: ............................................................ Time: ............................................................... 

TRY TO ENSURE THAT CONVERSATION IS RECORDED OR HAVE SOMEONE LISTENING IN. 

Exact wording of message: (KEEP THE CALLER TALKING - ASK QUESTIONS SUCH AS): 
 

1. When will it go off? ................................….................................................................................…………….. 
2. What kind of bomb is it? ....................................................................……………..………….……................ 

3. Where is it? ....................... Building? ........................... Area? ............................ Office?.……………....….. 

4. Why was it placed? ...............................……………….................................................................................... 

5. Are you aware that people will be injured when the bomb goes off? .........…………………………............. 

6. How do you know so much about the bomb? ........................................……………………………….......... 

7. Where are you now? ..............................................................................................................……………....... 

8. What is your name / telephone number? .........................................................................................…………. 

 
COMPLETE THE FOLLOWING SECTION AFTER RECEPTION OF CALL: 

 

ORIGIN OF CALL: 

Local Long Distance Call Box Internal Cell Phone 

CALLER WAS: 

Male Female Adult Teenager Child 

LANGUAGE USED: ' 

Afrikaans English Other (stipulate): 

CALLER'S VOICE WAS: 

Loud High Pitched Raspy Pleasant Calm Crying Disguised Muffled 

Soft Deep Clear Angry Excited Laughing Normal Other 

CALLER'S ACCENT WAS 

Heavy 
(Pronounced) 

English American German African Irish Slight Afrikaans 

Indian British Coloured Other: 

BACKGROUND SOUNDS: 
Factory 
Machines Bedlam Party 

Atmosphere 
Animals Voices Street 

Noises 
Television 
Radio 

Office 
Machines 

Music Trains Aircraft House 
Noises None Other: 

COMMENTS: ....................................................................................................................................................... 

 
PERSON RECEIVING CALL: ..........….............................................................................................................. 
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15. EVACUATION 
ALL STAFF AND STUDENTS 

UPO N RE CE IP T O F E V A CUAT IO N ORDE R, AL ARM O R VOICE SIGNA L FRO M THE E VACU ATION  

AD DRE SS SY STE M : 

1. Alway s remain cal m. 

2. Fol low i n s tru ct ion s f rom s taff an d f l oor mars h als . 

3. Do n ot ru n b u t mov e q u i ckly . 

4. As s i s t th os e th at req u i re h e l p . 

5. Keep to th e l e ft of th e corr id  ors an d i n s i n g l e fi l e . 

6. Un l ock an d make s u re th ere is n o on e in s i d e th e off ic e – con fi rm th e emp t y room 

with th e Cod e Oran ge E v acu at ion N ot ice on the ou ts i d e . 

7. Proceed  to th e as s emb l y p o i n ts c l os es t to y our p remis  es as i n d i cated on th e map . 

8. Await  i n s tru ct ion s f rom th e E merg en cy Coor d i n ator.  

RISK AND PROTECTION SERVICES 

 I n form E mer gen cy Coor d i n ator  of th e emerg en cy . 

UPON INS TRUCT IONS F RO M THE E M E RGE NCY COORD INAT OR: 

 I n form th e F i r e Dep art men t . 

 Sou n d ev acu at ion alarm or s i gn al. 

 Keep tel ep h on e l i n es c l ear. 

EMERGENCY COORDINATOR 

1. Assess  th e s i tu at ion . 

2. Con tact  Recep t i on an d p ers on n e l / d u t y man ager. 

3. I n s tru c t Recep t i on to not i fy  F i re D ep artmen t 

4. Su mmon F i r e , F i r s t Aid an d E v acu ation Teams . 

5. Un l ock an d op en a l l d oors . 

6. Cord on off aff ected are a . 

7. Ord er p art ia l  or fu l l ev acu at ion . 

8. Fol low E m ergen cy Proc ed u res Ch eck Sh e et. 

9. Dis p atch s taff to affect  ed en tran ces to con d u c t acces  s con trol  an d res tr i c t acces s 

to affect  ed area an d d i rect E mer gen cy s erv i ce s to area. 

10. Dep l oy s taff at key cord on p o i n ts to res tr i c t acces s . 

11. Con d u c t s weep s of en t i re area to remov e a ll i n d iv id u als . 

12 . E s tab l i s h forward com man d p os t . 

13 . Dis p atch s taff to d i rect emer gen cy s erv i ces . 

14 . Dis p atch s taff to ass emb l y p o i n ts . 

15 . L i a i s e with em erg en cy s erv i ces u p on arr iv  a l . 
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16. CHEMICAL SPILL 
GENERAL 

Accid  en t s res u l t i n g i n th e rel eas e of ch e m i cals wi l l o ccu r d es p i te th e b es t e fforts o f 

res earch ers an d s tu d ents to p ract ice s afe s c i en ce i n th e lab orator ies  . I t i s th erefore es s en t ial  

th at all  lab oratory   pers on n e l  h av e  a  s p i l l  res p on s e  p lan  th at  i n c l u d es  th e  n eces s ary 

p roced u res an d mater ia ls  to con ta i n an d c l ean u p a ch emical  s p i l l . 

 

SPILL RESPONSE PROCEDURES 
MAJOR SPILL 

 As s es s th e s i tu at i on an d i f fou n d n eces  s ary,  ev acu ate th e b u i l d i n g b y fo l l owin g th e 

ev acu at ion p roced u res . 

 Call  Ris k an d Protect ion Serv ices ( 808 233 3) an d giv e d eta i ls  of th e accid  en t i n c l u din g 

th e s p eci f i c  l ocat ion  , ty p es of h azard ou s mater ia ls  i n v o l v ed an d wh eth er th ere i s 

p ers on a l i n j u ry.   

 I f th e ac c i d en t i n v o l v e s p ers on al i n j u ry or ch emical  con tamin at ion , fo l l ow th e ab ov e 

s tep s as ap p rop r iate and at th e s ame t ime:  

o Mov e th e v i c t i m fro m th e im med i ate area o f fi re, exp los ion , or s p il l  if th is can b e 

d on e with ou t fu rth er i n j u ry to th e v i ct im or y ou . 

o Locate th e n eares  t em ergen cy s afety s h owe r an d / or ey ewas h s tat ion .  Remov e all 

con tamin ated c l oth i n g f rom th e v i cti  m an d f l u s h all areas  of th e b od y i n con tact with 

th e ch emicals  with p l e n ty of water  for at l eas t 15 min u tes . 

o Ad min i s ter f i r s t aid as ap p rop r iate an d immed iately  s eek med i cal atten t ion . 

MINOR SPILL 

I n th e ev en t of a sp i l l i n v o l v i n g th e releas  e of a ty p e or q u an t ity of a ch emical  wh i ch d oes 

n ot p os e an immed iate r i s k to h ealth  an d d oes n ot i n v o l v e ch emical  con tamin at ion to th e 

b od y:  

 N oti fy lab oratory  p ers on n e l an d s tud en ts i n the v i c i n ity of th e s p i l l of th e accid  en t . 

 I s o late th e area.  Clos e all lab oratory d oors and ev acu ate th e imm ed iate area i f 

n eces s ary . 

 Remov e i gn i t i on s ou r ces and un p l u g n earb y e lectr i ca l  eq u i p m en t . 

 E s tab lis h as mu ch exh au s t v en ti lat ion as p os s ib l e i n th e v i c i n ity to v en t v ap ou rs to th e 

ou t s i d e of th e b u i l d i n g on l y b y op en i n g win d ows an d s witch i n g on f u me h ood s within 

the laboratory.  

 Locate th e em ergen cy s p i l l k it and ch oos e app rop r iate p ers on al p rotect iv  e eq u i p men t 

( PPE ) s u ch as goggles  , f ace s h i e l d s , imp erv i ou s g l ov es , lab oratory  coats  an d ap ron s , etc.  

I f a res p i rator  i s req u i red , i t mu s t b e p rop erly fi t tes ted for th e p ers on b efore b e i n g 

u s ed . 

 Con f i n e an d con tain th e s p i l l .  Cov er with ap p rop r iate ab s orb en t mater ia l .   Ac i d an d 

b as e s p i l l s sh ou l d b e neu tra l ized p r i or to c l e an- u p b u t b eware of n oxiou s fu mes th at 
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can res u l t f rom th e n e u tra l iz in  g react ion .  Sw eep s o l i d mat er ia l  i n to p las tic d u s t p an s 

an d p lace i n a s ealed con tain er.  

 Wet mop th e s p i l l area an d rememb er to d eco n tamin ate th e c l ean i n g tools  u s ed i n th i s 

p roces s .  Al l con tamin ated i tems mu s t b e p laced i n s ealed contain  ers an d d i s p os ed of 

u s i n g th e ap p rop r i ate d i s p os a l p roced u res . 

 
17. BIOLOGICAL CONTAMINATION 

GENERAL 

Th e con s eq u en ces of an y s p i l l  of b io logica l  mater ia l  can b e min imiz ed b y p er formin  g a ll work 

on p las t ic - b acked ab s orb ent l i n er to ab s orb s p i l l s . A s imp le s p i ll kit s h ou ld b e read i ly 

av a i lab  le an d s h ou ld inclu d e th e fo l low in g ite ms : 

 ch l orin e b l each or s om e oth er con cen trated d i s i n fectan t 

 p ackage or rol l  of p ap er towels  

 au toclav  ab l e b ag  

 latex or n it r i le  glov es 

 forcep s for p i ckin g u p b roken glas s 

SPILLS INSIDE A BIOLOGICAL SAFETY CABINET 

 LEAVE THE CABIN ET T U RN ED ON . 

 Pu t on g l ov es an d a lab coat.   

 Sp ray or wip e cab i n et wal ls  , work s u r faces  , an d eq u i p men t with d i s i n fectan t eq u i v a l ent 

to a 1 : 10 b l each s o l u t ion . I f n eces s ary , f l ood th e work s u r face,  as well  as d rain pan s and 

catch b as i n s b e l ow th e work s u r face,  with d i s i n fectan t.  

 Wait at l eas t 20 min u tes . 

 Soak u p d i s i n fectan t and s p i l l with p ap er towels  . Drain  catch b as i n i nto a con tain  er. L i f t 

f ron t exh au s t gr i l l an d tray an d wip e all s u r faces  . E n s u re th at n o p ap er towels  or s o l i d 

d eb r i s are b l own i n to th e area b en eath th e gr i l l . 

 Au toclav e a ll c lean - u p mater ia ls  b efor e d i s p os al i n th e b i oh azardou s was te con tain er. 

 Was h h an ds and an y exp os ed s u r faces  th orou gh l y after  th e c l ean - u p p roced u re. 

SMALL SPILLS OUTSIDE OF A BIOLOGICAL SAFETY CABINET 

 Pu t on g l ov es an d a lab coat.   

 Cov er s p i l l with p ap er towels  an d gen t l y ap p l y d i s i n fectan t , p roceed i n g f rom th e ou ter 

ed ge of th e s p i l l to i t s cen t re.  

 Leav e i n p lace for at l e as t 20 min u tes . 

 P i ck u p th e towels  , au toclav  e , an d d i s card i n to a b i oh azard con ta i n er. Us e forcep s to p i ck 

u p an y b roken g l as s and p l ace th em i n to a s h arp ’ s con tain er.  

 Re- wip e th e s p i l l area with d i s i n fectan t . 

 Remov e g l ov es an d th orou gh l y was h h and s . 

 Was h h an ds and an y exp os ed s u r faces  th orou gh l y after  th e c l ean - u p p roced u re. 
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LARGE SPILL (MORE THAN 500ML) OF BL- 2 MATERIAL OUTSIDE OF A 
BIOLOGICAL SAFETY CABINET 

 HOLD YO UR BRE A TH AN D LE AVE THE ROOM IM ME DIATE LY. 

 Warn oth ers to s tay out of th e s p i l l area to p rev en t s p read of con tamin at ion . 

 Pos t a s i gn on th e d oor warn i n g oth ers of th e b io logica l  mater ia  ls s p i ll.  

 Remov e an y con tamin a ted c l oth i n g an d p u t i t i n to a b i oh azard b ag for later au toclav i n g . 

 Was h  h and s  an d  expos  ed  s kin an d  i n form  th e  Lab oratory  Manager  or  E mergen cy 

Coord i n ator  ab ou t th e s p i l l .   

 Pu t on p rotect iv  e c l oth i n g ( lab coat ,  g l ov es, mas k, ey e p rotect ion  , s h oe cov ers ) and 

as s emb l e c l ean - u p mat er ia ls  . 

 Wait 30 min u tes b e fo re re - en ter in  g th e co n tamin ated area to al l ow d i s s i p at ion of 

aeros  o l s . 

 Cov er th e s p i l l with p ap er towels  an d gen t l y ap p l y d i s i n fectan t , proceed i n g f ro m th e 

ou ter ed ge of th e s p i l l to its cen tre.  

 Leav e i n p lace for at l e as t 20 min u tes . 

 Col lect  a l l t reat  ed mate r ials  , au toclav  e , an d d i scard i n a b i oh azard con tain er. Us e forcep s 

to p i ck u p any b roken glas s an d p l ace i n a s h arp ’ s con tain er.  

 Re- wip e th e s p il l  area with d is in fectan t . 

 Remov e g l ov e an d was h h an d s th orou gh ly.  

 I f  b i o l ogica l   matter   h as  an y  i n fect iou s  p rop ert ies  ,  s eek  med i ca l  ad v i ce  fro m  an 

ap p rop r iate med i cal p r act i t ion er as a cau t ionary  meas u re.  
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18. DUTIES OF PERSONNEL 

Duties of the Emergency Coordinator 
 

 Comprehensive emergency planning i s undertaken with the assistance of the General 
Engineer ing Risk Management Committee, and such planning i s recorded in the form 
of a written Emergency Plan. 

 L iaise c losely with the Dean of the Faculty of Engineering and the Faculty of 
Engineer ing Risk Management Committee. 

 
 Ensure an emergency control  area i s avai lable and equipped.  

 
 L iaise with the emergency team leaders. 

 
 Devise a method whereby the General  Engineer ing Risk Management Committee can be 

convened without delay and as soon as poss ible .  
 

 Appoint Team leaders/ members in writ ing,  with their respective duties. 
 

 Ensure that recept ionists/  secretaries  are t rained to summon emergency services 
when authorized to do so, without delay. 

 
 Ensure that Emergency Response Team members are identif iable.  

 
 Ensure that communicat ions are effective and that c lear or coded instruct ions can be 

given to the staff and students and Emergency Response Team members in any part of 
the building with the minimum loss of t ime. 

 Ensure that all exits, evacuat ion routes and emergency equipment are prominent ly 
marked / displayed.  

 
 Ensure that the required emergency equipment i s procured and kept serviceable  and 

secure.  
 

 Ensure that monthly status reports are received from all staff. 

 Ensure that regular exercises and practices are held with the assistance of the other 
managers. 

 
 Liaise with neighbours with a v iew to mutual aid. 

 
 Ensure that the Emergency Plan i s regularly reviewed and updated.  

 
Duties of Fire Team 

Responsible to the Emergency Coordinator  for the fol lowing : 
 
 To assist   the  Emergency  Coordinator   with  emergency  planning  and  keeping  him 

informed during emergencies.  

 Assessment  of  premises  from  a  fire  point  of  v iew  in  conjunct ion  with  the  Fire 
Department.  

 
 Implementat ion of effective f i re prevention measures. 
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 Submission of recommendat ions for procurement of f i ref ight ing equipment, after 
l iaison with the fire department.  

 
 Training of all fire teams. 

 
 To ensure that fire escapes are accessible and comply with regulations.  

 To ensure that f ire- f ighting equipment is kept secure, accessible, correctly 
posit ioned/  marked and well maintained. 

 
 The t raining of all personnel in basic use of fire equipment and f ire prevention. 

 
 Receipt of status reports.  These reports should cover equipment,  personnel,  t raining 

and possible hazards.  
 
 To ensure that during an emergency, f i re f ighters/  wardens are identif iable. 

 
Duties of First Aid Team 

 
Responsible to the Emergency Coordinator  for the following: 

 
 To assist with emergency planning and keep him/ her informed during emergencies. 

 The establ ishment  of a Medical  Centre. 
 

 The determinat ion and procurement of adequate f irst  aid equipment in consultat ion 
with first  aid societies or the appropriate medical  authorit ies .  

 
 To ensure that f irst aid equipment i s correctly distributed and readily  accessible. 

 
 That first   aiders  are  trained  to  Medical   and  Occupational  Health  and  Safety 

standards. 

 The locations of f irst aid equipment are to be located at the Reception and Rectors 
office. 

 
 To ensure  that  f irst  aid  equipment  i s  kept  secure,   access ible ,   and  correctly 

posit ioned/  marked.  
 

 To ensure that during an emergency, f irst  aiders are identif iable. 
 
 

Duties of Evacuation Team Leader 
 

Responsible to the Emergency Coordinator  for the following: 
 

 Assist  with emergency planning and keep him informed during actual  emergencies. 
 

 That the safest evacuation routes ( and alternat ives)  are clearly marked and kept 
unobstructed at all t imes. These must be indicated on the s i te and floor plans ( refer 
to attached f loor plans).   

 Training of evacuators  and personnel. 
 

 To ensure that panic i s kept to a minimum when evacuating and that order i s maintained 
throughout.  
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Emergency Telephone Numbers - 2026 

19. Emergency Telephone Numbers 
 
 

 
CAMPUS SECURITY (USBD) : 

CAMPUS HEALTH SERVICES (CHS) : 

021 - 808 2333/ 4202 / 4891 

021 – 808 3496 / 3494 

CAMPUS HEALTH SERVICES (CHS) After hours : 076 431 0305 (after hours) 

24-Hour Rape Crisis Stellenbosch : 082-977-8581 

24-Hour Psychology Crisis Service : 082-557-0880 

ER24 Ambulance / Medical Care : 010 – 205 3032 

Stellenbosch Hospital : 021 – 808 6100 / 021 887 0310 

Stb Medi-Clinic Private Hospital Emergency : 021 – 861 2094 / 021 – 861 2095 

Stb Fire and Rescue : 021 - 808 8888 

Police Flying Squad : 10 111 

SAPS Stellenbosch : 021 – 809 5015 

Stellenbosch Municipality Emergency 24/h : 021 - 808 8890 
 

 
20. Evacuation Procedure 

In case of an emergency situation: 
• Contact US Risk and Protection Services, they will make necessary contacts. 

• Emergency officers activate the alarms and ensure that all rooms are evacuated. 
• Stay calm – Do not run! 
• Leave office/workspace and encourage everyone to leave the building immediately. 
• Make sure that all windows are closed (in all emergency situations). 
• Last person leaving a room – place marker on door to OUT. 

 
• Follow escape route to the assembly area – East side of building on the east corner of 

Process Engineering Building– at the entrance area of Entr 6. – on parking/road area. 
• Do NOT use lifts. 
• Help people with disabilities and visitors. 
• If there are any obstructions, follow an alternate route to the assembly area. 
• Form groups at the assembly area and wait for further instructions. 
• Report missing persons. 

 
 



_________________________________________________________ 
Updated: 2 0 2 6/05 /20 Revision:  M a s t e r 18   

 

 
Procedure and handling of:  Fire, Explosions & Bomb threats 

Follow the normal evacuation procedure for an emergency situation, but if it will not endanger your life, 
try to put out the fire. 

21. Evacuation Team / Floor Marshalls 
 

Name Responsible for area Office Contact 

no. 

Cell Phone 

Contact no. 

Joubert van Eeden Emergency Coordinator X3617 082 578 3862 

Anel de Beer Backup Emergency Coordinator X3927 082 899 4948 

Quintus Roos IT Data Centre X9077 076 534 2130 

Melissa Williams 1st Floor Walkie-Talkie 065 369 5477 

Eldon Burger 2nd Floor East level X4231 083 947 9818 

Louis Louw 2nd Floor West level X4448 082 365 0061 

Karina Smith 3rd Floor Boardroom/IncuB/Birga X4234 082 386 2239 

Elize Williams 3rd Floor Walkway Walkie-Talkie Walkie-Talkie 

Theuns Dirkse v Schalkwyk 4th Floor East level X2189 082 563 9512 

Jacomine Grobler 4th Floor West level X3547 072 455 5909 

Sissie Willemse 4th Floor Walkway Walkie-Talkie Walkie-Talkie 

Philani Zincume 5th Floor East level X4085 083 271 8612 

Imke de Kock 5th Floor West level  X9533 083 528 6119 

Meelan Roopa East Staircase and restrooms X4089 082 335 3376 

Dean Johnson Alarm Activation 
West Staircase and restrooms 

X9700 084 362 2912 

 
All hours:  Contact US Risk and Protection 

 
Services at 021 808 2333  / 021 808 4891 or 021 808 4202 
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22. ESCAPE ROUTE PLAN / Assembly point 

Blue arrows, at the boom entrance no. 6 in Banghoek Rd 

 

At the EASTERN side of the 
Process Engineering Building 

 
On the parking terrain and in traffic area 

at Entrance 6 



_________________________________________________________ 
Updated: 2 0 2 6/05 /20 Revision:  M a s t e r 20   

 

• Last person leaving a room – place marker on door to OUT. 
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